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Introduction

Below is a summary of all steps that must happen, in the following sequence, in order for
Special Orders (SOs) to be created, approved and fulfilled for licensees.

1. Licensee must authorize SO vendor for placement of SOs on behalf of the licensee
account.

2. Vendor logs in to the Licensee Online Order Portal (LOOP) and creates an SO for
licensee review/approval. Review the Supplier - Special Order Entry in LOOP QRG for
guidance on this process.

3. Licensee approves SO, which passes the order from LOOP to the new Oracle Supplier
Portal.

4. Supplier uses the Manage Orders dashboard to action the orders in the Oracle Supplier
Portal. Supplier reviews each SO to confirm that it can be shipped in full.

From there, the supplier EITHER cancels the licensee SO if it cannot be fulfilled or
proceeds as follows to fulfill in full.

5. A promise date is automatically established from the LOOP order as the request date
plus 11-17 days, depending on the day of the week the order is created by the supplier.
Optionally, the supplier may revise or update the promise date for a SO in the new
Oracle Supplier Portal.

6. Supplier must print a label for each licensee SO in the new Oracle Supplier Portal.

7. Supplier must create an ASN for each licensee SO in the new Oracle Supplier Portal.

AN

The supplier
creates an invoice
and uploads
documentation in
the Supplier Portal

4

e Once the supplier creates an advance shipment notice (ASN) for an order, payment will be
collected by the Pennsylvania Liquor Control Board (PLCB) from the licensee, inclusive of
any supplier-imposed delivery fee.

8. Supplier must create an invoice for each licensee SO in new Supplier Portal.

The supplier
reviews each order
in the Supplier
Portal to fulfill or
cancel if cannot fill.

The supplier uses
Oracle Supplier

The supplier The supplier
creates shipping creates an ASN in

Portal to search for
SO Orders to fill

labels in the the Supplier Portal
Supplier Portal and ships the order

Notes:

e For direct delivery fulfillment, the supplier will have to upload proof of delivery in the Oracle
Supplier Portal as an attachment to the invoice entered.
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Select Licensee Special Order to View or Fulfill

Link to eLearning Video: Supplier - Search for FW&GS Store or LSC Pickup Special Order

1. Navigate to the Welcome Springboard.

2. Click the Supplier Portal Tab, then click the Supplier Portal Tile.

Supplier Portal Tools Others

+

Supplier Portal

3. Click Manage Orders from the Tasks List.

ORACLE

Supplier Portal

search ‘Orders v‘ Order Number Q
Tasks slfmm—
Contract Manufacturing
Requiring Attention Recent Activity Transaction Reports
« Manage Proguction Reports Last 30 Days Last 30 Days
Vendor-Managed Inventory 217 Orders opened 44 PO Purchase Amount 209K USD
Receipts 27 Invoice Amount 114 USD
« Manage Inventory
Invoice Price Variance Amount 0 UsD

« Manage Replenisnment Requests

Orders

o o
« Manage Orders

« Manage Schedules
« Acknowledge Schedules in Spreadsheet

Agreements

« Manage Agreements *

Channel Programs
M Invoices Overdue Ml Schedules Overdue or Due Today

« Manage Programs
Shipments

supplier News
« Manage Shipments

« Create ASN

« Create ASBN

« Upload ASN or ASBN H
« View Receipts

« View Retums

"E pennsylvania Page 3 0f 32
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4. Click Search to see a list of the latest Orders or enter the [PO number] in the Order field and
click Search to view a specific order.

Documents

Field Name Field Type Input Instructions

Sold-to Legal Dropdown Text The default value is “Pennsylvania Liquor

Entity Control Board” (optional).

Bill-to BU Dropdown Text Bill-to Business Unit (BU). The only available
value is “Enterprise BU” (optional.)

Supplier Site Dropdown Text Select [supplier site] from the dropdown menu
(optional).

Order User Number Enter the [PO number] (optional).

Status Dropdown Text Choose [status] from the dropdown menu
(optional).

Include Closed | Dropdown Text The default value is “No” and will return only

OPEN orders. Set to “Yes” to view ALL orders
including those fully processed and CLOSED
(optional).

= ORACLE

Manage Orders (@

Headers  Schecules

4 Search

Ovder Order Dmte Deseription

Ageanced | Manage Yeschinst  faved Saarch Al Ceers

e

Sesch | Resst | Save.

Life  Creaticn
Supglier Site Buyer Ovdesed Corrency Sestus el Date =

Cy

Note: The list of orders displayed when hitting the Search key without entering an Order will
include both Special Orders and Stock Orders that need to be filled listed by newest to oldest

Order Date.

pennsylvania

Page 4 of 32




PROJECTj
N

Supplier - Licensee Special Order Fulfillment Quick Reference Guide EW
PP P Q HORIZON

5. In order to understand which orders are Special Orders perform the following steps.
Click Schedules.

4 Search Agvanced | Manage Watchist | Saved Search | Al Screae: v
Sold o Legal Entity v
B s
Statu v
w
Search | Reset [ save...
Search Results
Actons v Vieww Fomatw T I Detach
Order Supplier Site Line Line Description Supplier  Schedule g;:ﬁ;:‘: uom  ficng Price  Ordered Cumency Staws  ShiptoLocation  heawested Promised C‘y’l'k ol

6. Click Search.

Manage Orders @

Hesdars  Schedules
4 Search Advanced | Manage Watchlist | Saved Search | All Schedules v
Soie 1o Legai Entity B Suppler tem
Suppler Site - Shin-to Location a
sus ”
Line Descrption
Search Results
Adiors Ve Fomaly  JE B ] Detach
1 10 Logal ’ . \ . " "« ic . .
Sobiotoaal  oger Supplier Site Line  Line Description fopplierschedule  Sideied yom o Price  Onerod Curtency Status  Shipo Locatienw Foauestod  Bromised  Customer Sales gy g5

| CB _puennsylvania Page 5 of 32
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7. Click View, then click Columns.

' pennsylvania

Manage Orders

Headers  Schedules

» Search

Search Results

s Record

Reorder Coumns

Query By Examole

& Detach
Supplier Site Line

Line Description

P-PA-NORTH-02 1 Plantation Rum Pineapple St

s
[

upplier
m

Schedule

Ordered
Quantity

Pricing
uom

3030

Ordered Currency Status

2345 USD

Agvanced | Manage Watchiist

Ship-to Location

c00000000

PROJECT

NEW
HORIZON

Saved Search

A3 Schedules v

gequesled Promised  Customer Sales g oo |
al )

23 0211353 SPBWLL

2 2 2 PEW L

Manage Orders G

Headers  Schedules

» Search

Search Results

Columns
o
o Detach

sot »

. Detach

Sunnlisr Sita Lina Line Description

Note to Suppler

Recawed Amount
invoiced Amount
UN Number
Supgher Order Line

Suppler

Supper

Source Agresment Document Type

Source Agreamant Line

Revision Date

Response Line

Rejectad Quantity

Recawed Quantty

Payment Terms

s
t

upplier

Item

Schedule

Ordered
Quantity

Pricing
]

Ordered Currency Status

2345 USD Open
pen

uso oen

438480 USD pen
9456 USD Open
772 pen

4 USO o

401 uso Ope

1592 L .

Agvanced | Manage Watchiist

Ship.to Location

Saved Search | Al Sciy v

Raquested Promised  Customer Seee gy,

at '

sm3 23 502113 SPEW LL
3 sz 21135 SPBW LL

pennsylvania
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The Ship-to-Location is added to the Search Results columns. Scrolling to the right will also
show more columns that were added.

» Search Agvanced | Manage Watchiist | saved Searcn | s Screcu v
ons v | View v | Foma B G Detach
oty L9 Order Supplier Site Line  Line Description Rappler  Schedule  Qrdered yow  Preino Prico  Ordered Currency Status Beguasied jPumina {CimtimerSalt SWoiia |
PO p——— PPANORTHD2 1 ot o 1Eah  Eacn 16 245 UD  Open 5P s02113s sPawL
o £ ‘ ce
& "
Lc8 Store @ -
L8 Sore @ s
™ L [} CB st
e PP =
~ ° =
» co e
<o o -
@ 5
e @ 8

Note: Special Orders can be identified by looking for the following information:
e Ship-to is a PLCB Store, Licensee Service Center (LSC) or a customer address
e Document Type is Non-Bailment
¢ Blue information icon — with message “scheduled goods shipped to a third party”

pennsylvania Page 7 of 32
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9. Click the hyperlink for the Order number to be reviewed under the Order Column.

ORACLE

Manage Orders @

b Search Advances d | Manage Watchlist | Saved Search Al Orders v

Search Results
Acions w Vieww Fomatw| # 7 [F Detach

Life  Creation

Order Order Date  Description Supplier Site Buyer Cycle Date

BO013504 el 4/3122 P-PA-BRIST-01 No Buyer 422

413022 P-PA-BRIST-01 No Buyer araze

327122 P.PA-BRIST-01 No Buyer

822 P-PA-BRIST-01 No Buyer

38022 P-PA-BRIST-01 No Buyer

P-PA-BRIST-01 No Buyer

10. Review Order details.

Field Name Field Type Input Instructions
Order Number Auto Displays order number.
Status Text Auto Displays current status.
Bill-to Text Auto Displays bill-to location.
Location
Ship-to Text Auto Displays PLCB Store, LSC or address for direct delivery.
Location If Ship-to Location is a DC, this is not a Special Order.
Ordered Number Auto Displays total ordered dollars.
Payment Text Auto Displays payment terms assigned to PO. Inherited directly
Terms from Oracle Cloud Financials (CFIN).
ltem Number Auto Displays line items ordered.
Quantity Number Auto Displays line quantity ordered.
UOM Text Auto Displays line item unit of measure.
Price Number Auto Displays line item unit price.
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ORACLE

Print PO | Print Special Order Shppmgubel‘ Acknowledge  Actions ¥ Ratmnl Done

Non-Bailment Order: 80013594

Suppiee »
8
I € Loca ] Swopt
By
s o o -
reas ) ‘
Terms  Notes and ARMCNents
Required o ore s Mett
Acknowlodgment 9 ¢
¥
4 Ak al a
1 Type tract Type x
s Terms & ns 8t Numbe
5C1 Rete ?
Lines .t
AMns v Vew v Fomt w Y Detach
Line| ltem Description Quantity UOM Price  [Ordered States
1% Emibo Lustay Vermut Whie Sherry Jere2 Non Virtage 4 Eah na 28 pen
' 15

11. Click Done if just viewing the order. Partial order fulfillment is not allowed for licensee
Special Orders (SOs). Suppliers must cancel the order (drop ship PO) if they cannot fulfill
the order in full. Based on the review of the order, continue on to the next section to fulfill
the Special Order or go to Cancel Order if you cannot fill the order in full.

ORACLE

Print PO| |Print Special Order Shipping Label = Acknowledge = Actions ¥ || Refresh |

Non-Bailment Order: 80013556

4 A
s 3t Entity Suppime £
eted
to BU : G Suppher Site  F
st
Orde 5
‘ » y Source A
Status  Ope B0 Location PLCE - AP £ Supplier Order
Buyer  No Bu
’ ¢ Ship 10 Location  p ¢ , 0
Croation Date "2
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Update Promised Delivery Date

A promise date is automatically established from the LOOP order as the request date plus 11-
17 days, depending on the day of the week the order is created by the supplier. Optionally, the
supplier may revise or update the promise date for a SO in the new Oracle Supplier Portal. The
promise date can be set up as any future date. Changes to the promise date are reviewed and
approved by the SO Team.

Link to eLearning Video: Supplier - Update the Promised Delivery Date on a Licensee Special
Order

1. From the selected order, click the Actions dropdown, then select Edit.

ORACLE
Non-Bailment Order: 80013485 @ [Custom Po POF | [Print Special Order Shipping Label| | Acknowtedge | | view POF || Actions ¥ || Retresn ||| Done
Main
View
4 General
View
Soid-to Legal Entity  Pennsyhvania Liguor Control Boarg Supplier VINTAGE INMPORTS IN Ordered 11421  View Revision History
Bil40BU ENTERPRISE B Suppller Site  P-PA-BRIST-01 Description
Order 20013488 Supplier Contact Source Agreement  BPA_16
status Open Bilito Location  PLCS -/ F Supplier Order
Sy Mo Py Ship-to Location ¢ o
Creavon Date
Torms Notes and Altachments
Required Acknowtedgment  None Shipping Methog S 1omer Self Pickup- Truckioas
Payment Terms  Net 6 Freight Terms I«
FOB Cinlad onser
4 Additional Information
Purchase Order Type Contract Type Context Prompt
Supplier Terms & Conditions Contract Number
Contract Reference Procurement Source

This action will create a change order on the document. Do you want to continue? (PO-
2055113)

Yes ‘ No |

pennsylvania Page 10 of 32
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3. Enter Description explaining the reason for the change in Promise Date.

ORACLE

Edit Change Order: 1 ®

Change Order 1

* Deseription
updai

4 General (D

Solc-o Legal Entity
Billto BY

Order

Status

* Buyer

Creation Date
Terms  Notes and Aliachments

Payment Terms

Creation Date 62722

Pennsylvania Liquor

ENTERPRISE BU
80013485

Oper

N

Net 60

status

Amount Changed 0.00

Suppiier

* Supplier Site P

Suppiier Contact
Billto Location

Default Ship-to Location

Shipping Method

nay Asnion

LCB - AP OFFICE

Customer Seif Pickup-Truckioad-Ground

Freight Terms. None

FoB

nitiating Party  Supplier

Initiator  Cinay Ashion

Ordered 1142 USD
Description

Agreement  BPA_1065

Pay on receipt

onfirming orcer

4. Click Schedules Tab.

Change Order:
Sold-to Legal Entity
Order
stotus
* Buyer
Terms  Notes and Attachments

Payment Terms.

4 Additional Information

Purchase Order Type
Supplier Terms & Conditions

Contract Reference

- "ES

Line Description

Columns Hidden 18

Creation Date 2

BilloBU E

80013485

Open

Net &€

Atns v Vieww Fomalw X J7 <

Emilo Lustau Vermut White Sherry Jerez Non Vintage

Supplier
* Supplier Site

Supplier Contact
Bill-to Location

Default Ship-to Location

Shipping Method
Freight Terms

FoB

Contract Type
Contract Number

Procurement Source

Cindy Ashton

Customer Self Pickup-Truckloas-Ground

None

Ordered 1

Description

Agreement 5PA 1

bnfiming order
Context Prompt v
. . Requested Promised
Location Quantt UOM B e Delverypate  Change Reason
ENSEE SER 1| €acn Y

pennsylvania
P

JOR CONTROL BOARD

Page 11 of 32



Supplier - Licensee Special Order Fulfillment Quick Reference Guide

PROJECT

NEW
HORIZON

5. Update the [Promised Delivery Date] to the date you anticipate delivery to be made.

Sold-o Legai Entry
BilltoBU E

Order

status Open
* Buyer N

Creation Date

Terms  Notes and Attachments

Payment Terms  Net 60

4 Additional Information

Purchase Order Type
Supplier Terms & Conditions

Contract Reference v

Lines  Schedules

Line Description

Columns Hidden 18

Aionsw Veww Fomtvy X T < [F

1 Emilio Lustau Vermut White Sherry Jerez Non Vintage

* supplier Site

Supplier Contact
Bill-to Location

Detault Ship-to Location

Shipping Method
Freight Terms

FoB

Contract Type
Contract Number

Procurement Source

Detach

Supplier \

P-PA-BRIST-01

IMPORTS IN

Cindy Ashion
PLCB A
Customer Seif Pickup-Truckioad-Ground
None

v

* Location

LICENSEE SER

Ordered 11.42 USD

Description

Agreement

Context Prompt v

. Requested Promised
Quantit UoM  poe te | Delivery Date  Change Reason
Each 372 63022 09 | |Unabletorutig

Pay on receipt

Confirming order

6. Click Save, then click Submit.

Edit Change Order: 1 @

Soldto Lagal Entry
BiloBU E

Order &

status

* Buyer

Creation Date  /7/22

Terms  Notes and Atachments

Payment Tarms  Ne! 6

4 Additional Information

Purchase Order Type
Supplier Terms & Conditions

Contract Reference v

Lnes  Schedules

Line Description

Columns Hidden 18

Actionsw Vieww Fomatw X 5 < [

Emilo Lustau Vermut White Sherry Jerez Non Vintage

Supplier
* Supplier Site

Supplier Contact

Billto Location P

Default Ship-to Location

Shipping Method
Freight Terms

FoB

Contract Type

Contract Number

Procurement Source

Detach

VIN

P-PABRIST-01

TAGE IMPORTS IN

Cinay Ashton

LCB - AP OFF
Customer Seif Pickup-Truckioad-Ground
None

v

* Location

LICENSEE SER

Description

Agreement BPA_1855

Context Prompt v

* Quant Requested  Promi
Quantt UOM B o Dellvery Date  Change Reason
Each 722 63022 (@ | |Unavetotumig

Actions ¥ ||| save | v || submet || cancel

Pay on rec

Confirming order

A Confirmation message box will appear.

la:! pennsylvania
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7. Click OK.

ORACLE

Non-Bailment Order: 80013485 @

4 General

Supplier Vi

4oL ; Pa
Sold-to Lagal Entity e Ordered 1142 USD

BAloBU £ Suppller Sita Oveeription
Order 80 Supplier Contact
o uppliersenas Source Agresment BSA_1865
Status O Billto Location  PLCE - AR OFFIC Supgplier Order
r Mo
Buye ship-to Location B Twooouer e @
Creation Date 37722
Terms  Notes and Aachments
Required Acknowledgment  hane Shipping Method =TT Self Pickup-Trucidoac-
Payment Terms  Net 60 Freight Terms  Mone Pay on recept
FOB Confinming ordes

4 Additional Information

Purchase Order Type Contract Type Context Prompt
Supplier Terms & Conaitions Cantract Mumber
Gontract Reference Procurement Source

Note: The change order will be submitted for approval by the SO Team. The order status will be
Open with an information icon stating, “A change order is pending.” Supplier must await SO
Team approval of the updated promise date before proceeding to creation of a shipping label.

ORACLE

Non-Bailment Order: 80013485 @ [custom Po POF | [Print Special Order Shipping Label | | Acknowiedge | [ View PoF | [ Actions v | [ Retresn | | [ Done |

Main

4 General

Sold-to Legal Entity  Pe ontrol Board Supplier V Ordered 1142 USD
Bill-to BU Suppier Site P Description
Order 50 Supplier Contact Sdica Agreareeid DA 10
Status  Cpen Billto Location  PLCB - AP OFFICE Supptier Order
or NoBu @ Achange order is pending
Buyer B~ 0 * P Ship-to Location 81w (4]

Creation Date

Terms  Notes and Attachments

Required Acknowledgment  None Shipping Method = Wcup-Trockioad
Payment Terms  Net 60 Freight Terms NG receipt
os NNMmENg oroer

pennsylvania Page 13 of 32
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Print Shipping Label

Link to Learning video: Supplier - Print Licensee Special Order Shipping Label

1. Navigate to the Welcome Springboard.

2. Click the Supplier Portal Tab, then click the Supplier Portal Tile.

Supplier Portal Tools Others

+

Supplier Portal

3. Click Manage Orders from the Tasks List.

ORACLE

Supplier Portal

search ‘Dmers v‘ Order Number =%
Tasks ifmm—
Contract Manufacturing
Requiring Attention Recent Activity Transaction Reports
« Manage Production Reporis Last 30 Days Last 30 Days
Vendor-Managed Inventory 27 Orders opened 44 PO Purchase Amount 209K USD
Receipts 27 Invoice Amount 114 USD
« Manage Inventory
Invoice Price Variance Amount 0 UsD

« Manage Replenishment Requests

Orders

o
« Manage Orders

« Manage Schedules
« Acknowledge Schedules in Spreadsneet

Agreements

« Manage Agreements "

Channel Programs
M Invoices Overdue M Schedules Overdue or Due Today

« Manage Programs
Shipments
Supplier News
+ Manage Shipments
« Create ASN
« Create ASBN
« Upload ASN or ASBN
« View Receipts
« View Retums

"E pennsylvania Page 14 of 32
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3. Enter [PO Number] in the Order field, then click Search.

Manage Orders @

Hoadors  Schadules

4 Search

Search Resulls

Adtions w Viw w

Sold-1a Legal
Entty Order

S0k 10

Fomaty B

o Legal Entity

Bill-to BU v

Suppler Site -

< Datach

Order Date  Description

Supplier Site

Supplier Contact  Buyer Ordered Credit

Agvanced | Manage Watchlist | Saved Search | Al Grders

Status ~

Include Closed Documents | No »

Lifo  Change
Cycle  Order

Change

Discount Currency Status Order Date

PROJECT}
N

EW
HORIZON

M =

Croation  Acknowledgn
ate Dus Date

4. From the selected order, click Print Special Order Shipping Label to print shipping label.

ORACLE

Non-Bailment Order: 80003232 @

4 General

Sold-to Legal Entity
Bill-to BU

Order

Status
Buyer

Creation Date

Pennsylvania Liquor Gontrol Board
ENTERPRISE BU

80003232

Open
No Buyer

712122

t PO | [rint Special Order i

Supplier CLASSIC WINES INC

Supplier Site  P-CT-STAMF-01

Supplier Contact  Carlos Vazquez

Bill-to Location PLCB - AP OFFICE

BELLEVUE LL, INC. & HYATT

Ship-to Location
CORPORATION

Ordered 40250 USD
Description
Source Agreement BPA_1203

Supplier Order

Another Window Opens.

5. Click printer icon in top right corner.

PLGB_RPT156_Shipment_La.

= RTF Template

JOR CONTROL BOARD

‘[r&‘? _puennsylvama

0% + | @)

FINE WINE &6 GOOD SPIRITS

Special Order Shipping Label

Ship From Details:

Supplier # 02670

CLASSIC WINES INC

Ship To Address:

BELLEVUE LL, INC. & HYATT CORPORATION
1415 CHANCELLOR COURT
PHILADELPHIA,PA 19102

Order Number: 10000138

Ordered Date Jul 12,2022

11174
BELLEVUELL, INC. &

Customer Number :
Customer Name :

HYATT
CORPORATION
BOX

Supplier Contact: ) -

of

Page 15 of 32
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6. Click Print.

Print 1 sheet of paper

Destination &5 Microsoft MS-XPS Cla

Pages

FINE WINE & GOOD SPIRITS

Special Order Shipping Label Copies

‘Ship From Details:
Supplier # 02670
CLASSIC WINES INC
Ship To Address: Paper size Letter
BELLEVUE LL, INC. & HYATT CORPORATION

1415 CHANCELLOR COURT
PHILADELPHIA PA 19102

Order Number: 10000138 Pages per sheet

HI || I || |‘I I| I‘ Default

Ordered Date Jul 12,2022

Customer Number : 11174
Customer Name : BELLEVUELL, INC. &
HYATT

CORPORATION Print using system dialog... (Ctri+Alt+P)

BOX of

Supplier Contact: { ) -

Cancel

7. Click Done or pursue following steps to continue fulfilling the order.

ORACLE

i [ i ippi Acknowled Actions ¥ || Refresh Done
Non-Bailment Order: 80013514 & _P"nt Fc‘| |Fn“t e Labe‘ J R 7‘

Main

4 General

Sokd 50 Legal Eniity  Panssyivana Suppler Wik

BU EMTERFRISE EL Supplier Siie  F-F

Ovder  B0011514

LEPTTY

e

il Shipao Location g Twooouer LLe O

| CB _puennsylvania Page 16 of 32
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Create ASN

Link to Learning video: Supplier - Create ASN for Licensee Special Order
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1. Return to the Supplier Portal Landing Page and click Create ASN from the Tasks List.

ORACLE

Supplier Portal

Search ‘ Orders v‘ Order Number

Tasks
Contract Manufacturing

- Manage Production Reports
Vendor-Managed Inventory

» Manage Inventory

- Manage Replenishment Requests
Orders

+ Manage Orders

= Manage Schedules

- Acknowledge Schedules in Spreadsheet
Agreements
» Manage Agreements
Channel Programs
= Manage Programs
Shipments

- Manage Shipments
« Create ASBN
» Upload ASN or ASBN
- View Receipts

« View Returns

Requiring Attention

M Invoices Overdue

Supplier News

Invoice Price Variance Amount

209K USD
114 USD
0 usD

pennsylvania
{1qu0n coNTROL 80ARD
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2. Enter Purchase Order (PO) number under Create ASN section and click Search.

Field Name Field Type Input Instructions
Purchase Number Dropdown | Enter [PO number].

Order**

Supplier Text User (Optional.)

Item

Supplier** Text Dropdown | Choose a [supplier] from the dropdown.
Due Date Date User Choose a [date] that POs are due.
ORACLE
Create ASN @

4 Search . Mn‘n Saved Search | Purchase Order v
Search Results

item :;‘;:':'mp““ Supplier ltem  Purchase Order Ei‘:::h’“md" z'ﬂ’;‘;’;ﬁ.‘lzom" Due Date g.:::nrft: UOM Name

o search conducted

Note: Fields marked with double asterisks (**) mean that at least one of those fields must be
entered for searching.

3. Alternatively, click Advanced to use additional search parameters.

ORACLE

Create ASN @

e Agvanced | Saved Search Purchase Ordes v

4 Search
** Purchase Order v ** Supplier | VINTAGE IMPORTS INC v
Supplier item Due Date v
Search = Reset  Save..

Search Results

Vieww | CreateASN

Item Purchase Order Purchase Order Ordered

hem Description Supplier ltem | Purchase Order [~ oy Due Date Quantity UOM Name

No search congucted

pennsylvania
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4. Click Add Fields to include more search parameters and click Search.

ORACLE
Create ASN &
4 Advanced Search Basic | Saved Search | Purchase Order v
** Purchase Order v ** Supplier | VINTAGE IMPORTS INC A
Supplier tem | Starts wih v Sold-to Lagal Entity ~
Ship-to Location v Due Date v
Supplier Site -

Search | Reset | Save.. | Add Fiekls ¥ | Reorder

Search Resulls Bailment Line
Due Date
View w | CreawASN
frem
tem Purchase Order Purchase Order Ordered
Description Supplier tem | Purchase Order ;. Schedule Due Date Quantity JOM Name Manutacturer

WManutacturer Part Number
SecondaryUnitOfeasure
SecondaryUomCode
Ship-10 Location

Soldo Legal Entiy

Suppler fiem

Supplier Site

5. Select Purchase Order and Purchase Order Line. Click Create ASN.

ORACLE

Create ASN @
PN R R,

b Search Advanced | Saved Search | Purchase Order v

Search Results

Item
Description

Ordered
Quantity

Purchase Order Purchase Order
Line

Supplier ltem Purchase Order Due Date UOM Name

Emilio Lustau V. 80013556 1 1 w2722 5 Each

Notes: Special Orders must be shipped in full. When creating the ASN select all PO lines by
using Ctrl+ Select lines or use the top left blank cell to select all lines together.

As a best practice, always review the PO details before creating an ASN.
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6. Enter the following information under the section Create ASN Details. Click Submit.

Field Name Field Type | Input Instructions

Shipment* Text User | Enter a unique shipment number (established by the
supplier).

Shipped Date* Date User | Enter [shipped date] upon shipment of the order. The
shipped date must not be later than the current date.

Expected Receipt Date User | Enter the [date the shipment is expected to be received]

Date* at the delivery destination. This value must be the same
as Shipped Date or later.

Freight Term Dropdown | User | Disregard, not used for Special Orders.

Shipping Method Dropdown | User | Disregard, not used for Special Orders.

Number of Supplier | Number User | Disregard, not used for Special Orders.

Packing Units

Bill of Lading Text User | Disregard, not used for Special Orders.

Waynhill Text User | Disregard, not used for Special Orders.

Packing Slip Text User | Disregard, not used for Special Orders.

Packing Code Text User | Disregard, not used for Special Orders.

Special Handling Text User | Disregard, not used for Special Orders.

Code

Tare Weight Number User | Disregard, not used for Special Orders.

Tare Weight UOM Dropdown | User | Disregard, not used for Special Orders.

Net Weight Number User | Disregard, not used for Special Orders.

Net Weight UOM Dropdown | User | Disregard, not used for Special Orders.

Comments Text User | Disregard, not used for Special Orders.

Quantity* Number User | Enter shipped quantity value (must match the ordered
quantity, partial shipments are NOT allowed).

UOM Name Dropdown | Auto | Defaults to the Ordered UOM.

Note: Fields marked with a single asterisk (*) are mandatory fields, therefore must be entered.

Oracle will not allow you to enter the same shipment number more than once. If the supplier
enters a duplicate, an error will be displayed after clicking the submit button.

ORACLE

Create ASN Details @

* Shipment | ASN456
* Shipped Date | 4/4/22 938 PM
* Expected Recelpt Date | 4/4/2: 9 PM
Freight Terms
Shipping Methad
Number of Supplier Packing Units
Bill of Lading

Waybill

Supplier tem  Purchase Order

80013556

* Quantity UOM Name

Each | w

Packing Slip

Packaging Code

Special Handling Code

Tare Weight

Tare Weight UOM v

Net Weight

Het Weight UOM -

nnnnnnnnnn
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7. Click OK.

© Confirmation

ASN ASN456 was created. Number of lines. 1

Note: You cannot edit an ASN once submitted.

8. Click Done.

ORACLE

Create ASN @

» Search | Advanced | saved Search | Purchase Order v

Search Results

View w Create ASN

om Purchase Order Purchase Order Ordered
Description i

Supplier tem Purchase Order Line Schedule Due Date Quantity UOM Name

000592159 Emibio Lustau V. 80013556 1 1 vz 5 Each

LIQUOR CONTROL BOARD
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Create Invoice in Supplier Portal

Link to eLearning Video: Supplier - Create an Invoice in Oracle Supplier Portal

After creating an ASN and shipping an SO, the supplier may create an invoice for the shipped
SO. The invoice entered must include both merchandise and non-merchandise costs. For direct
delivery orders, proof of delivery must be attached to the invoice.

Note: All invoices for licensee SOs must be created within the Supplier Portal according to the
following steps.

1. Log in to the Oracle Supplier Portal.

2. Click Supplier Portal Tab, then click the Supplier Portal Tile.

Good afternoon,

Supplier Portal Tools Others

APPS

|

Supplier Portal

3. Click the Create Invoice Link under Invoices and Payments.

Supplier Portal

Contract Manufacturing Orders opened

e Manage Production Reports
Vendor-Managed Inventory

e Manage Inventory

e Manage Replenishment Requests
Orders

e Manage Orders
e Manage Schedules

e Acknowledge Schedules in Spreadsheet
W Schedules Overdue or Due Today M Invoices Overdue
Agreements

Invoices and Payments Thank you for your prompt attention to this matter.
—’- Create Invoice

o View Invoices Please an A contact in your Supplier Profile
e View Payments The administrative contact is the person in your organization who will receive messages from the PLCB.
Negotiations

to select Submit when updating your profiles.
e View Active Negotiations

Remember to select Submit after making updates to your supplier profile. Selecting Submit will send your
change requests to the PLCB for review and approval. Changes are not made to your supplier record until they

have been approved by the PLCB.

o Manage Responses
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Field Name | Field Type | Input Instructions

Identifying Dropdown User Select the [PO] against which invoice is to be

PO* created.

Supplier Number Auto Defaults from entered PO.

Site*

Address Text Auto Defaults from entered PO.

Invoice Number User Enter [unigue invoice identifier]. Invoice Number

Number* is a free text field, but needs to be unique for the
supplier.

Date* Date User Select the current date.

Type* Dropdown Auto Auto-populates to “Invoice” when page opens.

Note: Fields marked with an asterisk are mandatory, therefore a value must be present. In
many cases a default value may be populated based on another field.

ORACLE

Create Invoice @

p—

Identifying PO | PO_2122

Remit-to Bank Account v

o'r o @

v ctrs » (] suvo | (amen]

= * Number | Inv-1212

Supplier
Taxpayer ID
= * Supplier Site

= Address

Supplier Tax Registration Number

BACARDI USA INC - -
Unique Remittance Identifier = * Date |8/20/22 °
131507147
Unique Remittance Identifier Check Digit *Type | Invoice

PA-FL-CORAL-02 v Invoice Currency USD - US Dollar
ATTN NAHRA RODRIGUEZ, 2701 S LE JEUNE Description
R , Fl 1344 P it Ci USD - US Dollas

D, CORAL GABLES, FL 33134-5809 iialonenke: Rarimell ayment Currency r

v

Tax Control Amount

Customer

* Customer Taxpayer ID | 25-8009016/001 = Name Pennsylvania Liquor Control Board

Address

Note: The primary payment site will automatically populate. If there is no primary payment site
and there is more than one payment site, select the payment site accordingly.

5. Click Attachments + to add proof of delivery for direct-delivered licensee Special Orders.

or o @
==

ORACLE

Invoice Actions v | Save \| smmum‘

Create Invoice @

* Identifying PO | PO_2122 v Remit-to Bank Account v * Number | Inv-1212
ARDI USA IN " -
Suppler. BACARDIUSATG Unique Remittance identifier Date | 8/29/22 °
Taxpayer ID 131507147
Unique Remittance identifier Check Digit *Type | Invoice
SUpARIBIY, | PAPL- CORAL 02 Y, Invoice Currency USD - US Dollar
Add ATTN NAHRA RODRIGUEZ, 2701 S LE JEUNE Desoription
755 RD, CORAL GABLES, FL 33134-5809 Payment Currency USD - US Dollar

Attachments Nooe

Tax Control Amount

Supplier Tax Registration Number v

Customer

Name Pennsylvania Liquor Control Board
* Customer Taxpayer ID | 23-6003016/001 v ame ylvania Lig:

Address

Attachment window will appear.
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Attached By

| Javier Travies:

(o8] (omon]

Notes: Proof of delivery for direct-delivered SOs must be attached using the “Supporting
Document” category (see following below). These must be in PDF format.

6. Select “Supporting Document” from Category dropdown list, then Choose File button and
select the file you want to attach.

Actions w View w < 3

Category * File Name or URL Attached By

+ From Supplier no file selected J Javier Travies:
Payables Supporting Document
Supporting Documant ﬁ
To Approver
To Buyer OK | Cancel

To Payables

LIQUOR CONTROL BOARD
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7. Click OK to attach the document.

Attachments

‘Mlons v |Vieww 4 X
Type Category * File Name or URL Title Description Attached By

| Fie ¢} | From Suppiic & | choose File o file selected Javier Travies:

=

Rows Selected 1

8. Go to the Lines Section, then click the Select and Add Button to match to the PO lines.
Select all lines.

ORACLE

Create Invoice @ nvoice Actions

* Identitying PO | PO_2122 - Remit-to Bank Account | - * Number | Inv-1212 |

Supplier  BAGARDI USAING Unique Remittance Identifier | * Date | 8/20/22 [

Taxpayer ID 131507147
Unique Remittance Identifier Check Dlglll * Type | Invoice

Supplier Site | PA-FL-CORAL-02 =i Invoice Currency  USD - US Dallar
ATTN NAHRA RODRIGUEZ, 2701 5 LE JEUNE Desoription

Address .
FD, CORAL GABLES, FL 33134-5809 Attachments None Payment Currency USD - US Dollar

Supplier Tax Registration Number | v
— Tax Control Amount
Customer

* Customer Taxpayer ID | 23-6003016/001 - Name Pennsylvania Liquor Control Board

Address.

|Lines |

View v 4 Cancel Line
Purchase Order Consumption Advice Availabl
* Number * Type Supplier ltem Item Description Ship-to Location able
* Number * Line * Schedule  Number Line

Quantity Unit Price UOM * Amount

Na data to display.
Total

A Search and Add Purchase Orders Window will appear.

LIQUOR CONTROL BOARD
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9. Select all Line(s) to be invoiced. Because Special Orders do not allow partial shipments,
use the Select All button to select all lines from the PO.

Select and Add: Purchase Orders

4 Search | Avanced | Saves Search v

** Al least 008 Is sequired

** Purchase Order | 50001109 ** Consumption Advice | |

** Creation Date | midyy hmwn a

| soacn | mosn | v

Search Results

mm Item Description Ship-to Location

123 Ceganic Bance . WESTMORELAND

10. Click Apply, then click OK.

Select and Add: Purchase Orders x

4 Search [AgvanmJ Saved search ‘ v ‘

= Atleast one is required

** Purchase Order | 80001109 n ** Consumption Advice :
** Creation Date | mid/yy h'mm a fe

Search Results

View w {=" Detach @ Rr
2 | I I I I

Purchase Order Consumption Advice

Supplieritem e Description  Ship-to Location Ordered
Number Line  Schedule Number Line

80001109 1 1 ‘ 123 Organic Blanco... WESTMORELAND 6

<« —— ’
o o] oo

Line(s) added to the Invoice.

\'E"pennsylvania Page 26 of 32
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11. Because SO Freight and any supplier-imposed delivery fees are considered non-
merchandise fees in Oracle systems, no values for such fees populate from the POs into the
line-by-line invoice creation tool. When entering SO Freight, enter a single line, inclusive of
total freight for all units in the order, NOT per-bottle freight amounts. SO Freight and delivery
fee lines MUST match the equivalent lines available within the order, otherwise payment will
be delayed.

The supplier is responsible for calculating the order level SO Freight and SO Delivery Fee
amounts. Delivery Fees should be the same as the amount entered in LOOP when you
enter the Special Order on behalf of the Licensee. Both Delivery Fees and Base Freight are
tied to UDA values entered at the item level in the Supplier Portal.

12. Click the “+” Icon to add invoice lines for SO Freight and SO Delivery Fee (as applicable).
Select “Freight” from Type dropdown for SO Base Freight, or select “Miscellaneous” for SO
Delivery fees.

ORACLE

Create Invoice (&

Identifying PO Remit-to Bank Account v * Number | SBS_TEST

Supplier OASIS WINE AND SPIRITS LLC

o'

Unique Remittance Identifier * Date | 1/6/2023
Taxpayer D 872079010
Unigue Remittance identifier Type Invoice
Check Digit
Supplier Site Invoice Currency USD - US Doliar
SERTS AVI IDE. 9038 Description
;g;_‘noam S AVE. GLENSIDE, PA19035 —— =~ - Payment Currency USD - US Dollar

Attachments None ==

Address

Supplier Tax Registration Number v
Tax Control Amount

Customer

mt Pennsyivania Liquor Control Bl
Customer Taxpayer ID Name Pennsylvania Liquor Control Board

Address

Lines

View v Dx E. | cancelLine

Purchase Order Consumption Advice Available
* Number * Type Supplier Item  Item Description Ship-to Location Tax Classification Quantity Quantity U

* Number  * Line * Schedule  Number Line

4 |Freignt  ~ PLCB CENTRAL OFFIC| w |v

3 Miscellaneot v PLCB CENTRAL OFFIC| w ‘ v

1 80001109 1 1 123 Organic Blanco Tequila 80 Proof | WESTMORELAND POL| w ‘ v 6 6

Total

Note: SO Orders that were shipped to a PLCB store or LSC will have only SO Base Freight
(Freight Type) associated with the order. SO Orders delivered directly to the customer will have
both SO Base Freight (Freight Type) and SO Delivery Fees (Miscellaneous Type) associated
with the order.
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13. Click Submit.

ORACLE

Create Invoice

Mwretyng PO v Reme-o Bark Azccunt

Supethr OASESWING AND 3RS LLC S S
Taspsyer IC

e
Comck Dgtt

Supzlier Site Invoike Carremcy  JED

Descripten
Address Payreet Currency

Attashmeass  Nor

Supglir Yax Regiseradon Nsmbar
Tax Conorat Amaunt

Note: Supplier must click “Submit” to finalize the invoice. If saved but not submitted, the invoice
will remain in incomplete status and will not be processed for payment.

A Confirmation message will appear.

= el @ Invoice SBS_TEST has been submitted.

Invoice: s8S_TEST

Identifying PO 80001109 Remit-to Bank Account Number SBS_TEST
Supplier OASIS WINE AND SPIRITS LLC Unique Remittance Identifier Date 1/6/23
Taxpayer ID Unique Remittance Identifier Check Digit Type Invoice
Supplier Site Description Invoice Currency USD
Address A Payment Currency USD
Supplier Tax Registration Number [ —
Customer
Customer Taxpayer ID  23-6003016/001 Legal Entity  Pennsylvania Liquor Control Board
Address

Lines
View v
- Consumption
Purchase Order ) " o "

Number  Type Adyica uppler "z’:ﬂipﬁon Ship-to Location Ship-from Location Tax Classification E?::r“‘;; gt Final Quantity  UnitPrice UOM

Number Line  Schedule Number Line
1 ITEM 80001109 1 1 123 Organic Bla. WESTMORELAND POLO 6 38.87 Each
3 MISCELLANEOUS PLCB CENTRAL OFFICE
4 FREIGHT PLCB CENTRAL OFFICE

Total

ennsylvania Page 28 of 32
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14. Click Printable Page to view the print version of the invoice.

ORACLE

TEST

Invoice:

Identifying PO
Supplier
Taxpayer ID
Supplier Site
Address

Supplier Tax Registration Number

Remit-to Bank Account
Unique Remittance identifier
Unique Remittance identifier Check Digit

Description

Attachments

Tax Control Amount

None

Date 1

Invoice

Invoice Currency USD

Payment Currency USD

PROJECT

NEW
HORIZON

6723

Customer Taxpayer D 23-6003016/001 Legal Entty  Pennsyivania Liquor Control Board
Address
Lines
View v
. Consumption
Purchase Order
Advice Supplier  Item ) ) ’ " Location of Final -
Number  Type Sups emiption  ShiP-to Location Ship-from Location Tax Classification 23000 © Quantity  UnitPrice UOM
Number Line  Schedule Number Line
1109 2 rganic Bla 6 87 Each
Total
>
Invoice: SBS_TEST
Identifying PO 80001109 Remit-to Bank Account Number SBS_TEST
Supplier OASIS WINE AND SPIRITS LLC Unigue Remittance Identifier Date  1/6/22
TaxpayeriD 872079010 Unique Remittance Identifier Check Digit Type  Invorce
Supplier Site  PA-PA-GLENS-01 Description Invoice Currency USD
421 ROBERTS AVE. GLENSIDE, PA 19038-
Adaress 320 Atz tmanes Hione Payment Currency USD
Supplier Tax Registration Number B,
Customer
Customer Taxpayer ID 23-6003016/001 Legal Entity Pennsylvania Liguor Contrel Board
Address
Lines
R Consumption
Purchase Order 4 ) ——
Number  Type b e e pton  Sip-o Location Ship-from Location Tax Glassification  pocation of Final Quantity  UnitPrice UOM
Number Line  Scheduk Number Line
1 TEM 80001109 1 1 123 Organic Bla_. WESTMORELAND POLO 6 3867 Eacn
3 MISCELLANEOUS PLCB CENTRAL OFFICE
s FREIGHT PLCB CENTRAL OFFICE
Total
Summary Tax Lines
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage PerUnit  Amount
Totals
Items Freight Miscellaneous Inclusive Tax Exclusive Tax Invoice Amount
2322 000 2500 o 00! 26822

pennsylvania
101
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Cancel a Licensee Special Order

Partial order fulfillment is not allowed for licensee Special Orders. Suppliers must cancel the order
(drop ship PO) if they cannot fulfill the order in full.

Link to eLearning Video: Supplier - Cancel a Licensee Special Order

1. Navigate to the Welcome Springboard.

2. Click the Supplier Portal Tab, then click the Supplier Portal Tile.

Supplier Portal Tools Others

+

Supplier Portal

3. Click Manage Orders from the Tasks List.

ORACLE

Supplier Portal

search ‘Ovders vl Order Number Q,
Tasks lfm—
Contract Manufacturing
Requiring Attention Recent Activity Transaction Reports
= Manage Production Reports Last 30 Days Last 30 Days
Vendor-Managed Inventory 217 Orders opened 44 PO Purchase Amount 209K USD
Receipts 27 Invoice Amount 114 USD
« Manage Inventory
Invoice Price Variance Amount 0 UsD

« Manage Replenishment Requests

Orders

P, P,
« Manage Orders

« Manage Schedules
« Acknowledge Schedules in Spreadsheet

Agreements

« Manage Agreements M

Channel Programs
W Invoices Overdue Ml Schedules Overdus or Dug Today

« Manage Programs
Shipments

Supplier News
« Manage Shipments

« Create ASN

« Create ASBN

« Upload ASN or ASBN H
+ View Receipts

« View Retums

LIQUOR CONTROL BOARD
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4. Enter [PO number] in the Order. Click Search.

Schasies

4 Search v

st z
il 10 B - Siatus ”
Supplir Site - Include Closed Documents [ o v

m. =

Search Results
Actons w Veww Fomatw [ F Datach
ézl‘i’;"“““‘ Order OrderDate  Description Supplier Site Supplier Contact  Buyer Ordered Credit Discount Currency Staws E\}Hc-\s Chango  Change o Greation  Acknowladgn

5. Click the Actions dropdown, then select Cancel Document.

ORACLE

Non-Bailment Order: 80003232 ®

Edit

Main | Cancel Document |

View Document History

4 General
View Change History
Sold-to Legal Entity Pennsylvania Liquor Control Board Supplier CLASSIC WINES INC Ordered 4 View Revision History
Bill-to BU ENTERPRISE BU Supplier Site  P-CT-STAMF-01 .
Description
Order 80003232 Supplier Contact Carlos Vazquez Source Agreement BPA_1203
Status Open Bill-to Location PLCB - AP OFFICE Supplier Order
Buyer No Buyer BELLEVUE LL, INC. & HYATT

Ship-to Location CORPORATION o
Creation Date  7/12/22

Terms  Notes and Attachments

Required

Acknowledgment None Shipping Method
Payment Terms  Net 80 Freight Terms  None — Pay on receipt
FoB — Confirming order
4 Additional Information
Purchase Order Type Contract Type Context Prompt
Supplier Terms & Conditions Contract Number
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6. Enter comments under Reason Field, then click OK.

Cancel Document

Change Order 1

* Reason | Unable to Fill
4

Note: Fields marked with a single asterisk (*) are mandatory fields, therefore must be entered.
A confirmation message will display.
7. Click OK.

ORACLE

Manage Orders @

'# |« Confirmation

Headers  Schedules
The change order 1 for document Non-Baiiment Order number 80013507 was submutted for approval

OK

4 Search — ge Watchlist | Saved Search | All Orders v
Sold-to Legal Entity v Order
Bill-to BU v Status v
Supplier Site Include Closed Documents | No v

K]

Search Resuits

Acdions v Vieww Fomatw 5 [ Freeze  [u' Detach Wrap

Order Order Date  Description Supplier Site Buyer Ordered Currency Status Liw, ) Crestion
Cycle Date
No search conducted.

Columns Hidden 24

Note: Cancellation requests are automatically approved.
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